RD I nstruction 2006-D
Tabl e of Contents

Page 1
PART 2006 - MANAGEMENT
Subpart D - Managi ng and Processing National Ofice Directives
TABLE OF CONTENTS

Sec. Page
2006. 151 Introducti on. 1
2006. 152 Definitions. 1
2006. 153 - 2006.156 [Reserved] 1
2006. 157 ANs and Unnunbered Letters. 1
2006. 158 - 2006.159 [Reserved] 2
2006. 160 Wor kpl an. 2
2006.161 - 2006.164 [Reserved] 3
2006. 165 RD Instruction processing. 3
2006. 166 [ Reserved] 4
2006. 167 Federal Register publication. 5

(a) Federal Register docunent preparation 5

and processi ng.

(b) Copies required. 6
2006. 168 - 2006.177 [Reserved] 6
2006. 178 Reproduction and distribution of directives. 6

(a) PNs. 6

(b) ANs. 6
2006.179 - 2006.181 [Reserved] 7
2006.182 Directives records and information services. 7

(a) Current material. 7

(b) Cbsolete nmaterial. 8

(c) Rural Devel opnent official files of approved

docunents. 8

(d) Control records. 8

2006. 183 - 2006.200 [Reserved] 8

Exhibit A - Administrative Notices ( ANs) - Format
Exhi bit B - Quidelines and Requirements for Formatting
and Typing Instructions

0o

(08-20-97) PN 280



RD I nstruction 2006-D

PART 2006 - MANAGEMENT
Subpart D - Managi ng and Processing National Ofice Directives
§ 2006.151 Introduction.

Follow this Instruction to process Rural Devel opnent Instruction changes,
Federal Regi ster docunents, and Admi nistrative Notices ( ANs) in the Nationa
Ofice. This Instruction supplenents Departnental Regulation (DR) 1512-1,
whi ch al so prescribes requirements and procedures for devel opi ng, revi ew ng,
and issuing regulations. This Instruction does not apply to Rural Uilities
Service directives.

§ 2006.152 Definitions.

Crculated drafts. Wrking drafts routed to one or nore individuals or
of fi ces.

Procedure Notices (PNs). Transmittals of announcenents and sunmaries of
new and revi sed directives.

RD Instructions. Statenents of policy, rules, and regul ati ons
prescribing the methods for conducting business. RD Instructions are a
type of directive under the Procedure C assification System as expl ai ned
in 8§ 2006.5 of RD Instruction 2006-A.

Regul ations or rules. Statements of general applicability and future
ef fect designed to inplement, interpret, or prescribe law or policy or
descri be procedure or practice requirenents.

88§ 2006. 153 - 2006. 156 [ Reserved]

8 2006. 157 ANs and Unnunbered Letters.

(a) dear Unnunbered Letters with the Regul ati ons and Paperwor k
Managenent Branch (RPMB) before signature. (See RD Instruction 2030-C.)
(Revi sed 07-12-00, PN 321.)

DI STRIBUTION:. W Adm ni stration
Managenent

1
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RD I nstruction 2006-D
§ 2006. 157 (Con.)

(b) Use ANs to nake tenporary clarifications of existing Instructions,
forms, or Forns Manual Inserts (FMs); to convey information on subjects
covered by these issuances; or to provide tenporary operating policies
or procedures. ANs may not be used to change Instructions, forns, or
FM s (except as indicated in the preceding sentence for temnporary
policies or procedures); to prescribe continuing operating policies or
procedures; or to prescribe policies or procedures, even though
tenmporary, that require Federal Register publication. Cear ANs with
interested Rural Devel opnent staff offices or officials before
submitting to RPMB. Send ANs and Form RD 2006-6, "d earance and Routi ng
of Rural Devel oprent |ssuance,” to RPMB for review and cl earance before
submitting for signature. |If legal matters are involved, clear ANs wth
the O fice of the General Counsel (O3C) after RPMB review. For ANs
which refer to other ANs or Unnunbered Letters, include a copy of the
referenced AN or Unnunbered Letter for reference purposes during the
revi ew and cl earance process. ANs expire not later than the | ast day of
the 12th nonth after the nonth of issuance. The expiration date is the
| ast day of the nmonth. The expiration date may not be extended.

(1) Prepare ANs in menorandum format. See Exhibit A for exanple.
File ANs in the Instruction manual following the filing instructions
on the AN

(2) RPMB assigns a serial nunber for each AN after it is signed and
announces ANs on the regular PN. RPMB issues a quarterly checkli st
of ANs, which is maintained by manual hol ders. Destroy ANs onmitted
fromthe current checklist or ANs that have expired or have been
super seded.

88 2006. 158 - 2006. 159 [ Reserved]
§ 2006.160 Workpl an.

(a) The witer prepares the "Regul atory Review Wrkplan,"” in accordance
with DR 1512-1. Before preparing a new workplan, the initiating office
determines if the proposed regulatory action can be issued under an

exi sting workplan or if an existing workplan can be revised to include

t he proposed acti on.

(b) The witer clears the conpleted workplan through the D vision
Director, applicable Assistant Adm nistrator or Assistant Deputy

Adm nistrator, and Deputy Administrator, if the office reports to a
Deputy Administrator. Form RD 2006-6 should be attached to the workplan
and include a tracking nunber. (Revised 07-12-00, PN 321.)

2
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RD I nstruction 2006-D
§ 2006. 160 (Con.)

(c) After the Division Director's or Deputy Adm nistrator's cl earance,
submit the workplan to RPMB.
(d) RPMB reviews the workplan, obtains the remaining approval s, and
notifies the initiating office of the Ofice of Managenent and Budget
(OvB) designation

88 2006. 161 - 2006. 164 [ Reserved]

§ 2006.165 RD Instruction processing.

The initiating office nust:

(a) Prepare and submit a workplan if required (see DR 1512-1 and
§ 2006. 160 of this Instruction).

(b) Draft the RD Instruction. See Exhibit B for guidelines and
requirements. Draft fornms and FMs. Draft changes required in other RD
Instructions, fornms, and FMs as a result of the initial change. Wen
partially revising an Instruction, clearly show the changes on copi es of
current pages of the Instruction. Include both the front and reverse
sides of the changed pages even when changes are on only one side of the
page. Prepare a Form RD 2006-8, "Procedure Notice Material," for each
Instruction. Summarize the change on Form RD 2006-8. All changes to
Instructions are issued as page revisions. For each draft, do the
fol | ow ng:

(1) Review adopted or pendi ng enpl oyee suggestions for including in
the drafts as applicable.

(2) Evaluate and analyze the Instruction in accordance with
DR 1512-1.

(3) Prepare Form RD 2006-6 in an original only for each RD
Instruction. Keep this formon top of the docunment throughout the
processing period. Keep all related papers, circulated drafts, and
Forms RD 2006-8 with Form RD 2006-6 at all tines.

(c) dear all Instruction drafts prescribed in paragraph (b) of this
section with interested Rural Devel opnent staff offices or officials.
Have each Form RD 2006-6 initialed by each interested official or

di vi sion head. Contact RPMB for gui dance on processing changes to
forms, FMs, and Quide and Form Letters.

(08-20-97) PN 280



RD I nstruction 2006-D
§ 2006. 165 (Con.)

(d) Contact RPMB for help in obtaining approval under the Paperwork
Reduction Act and OVB regul ations inplenenting the Act, of fornms and RD
Instructions when 10 or nore persons fromthe general public submt

i nformati on or keep records. This approval is also needed for changes
to OVB approved reporting or recordkeeping requirenents.

(e) Submt the RD Instruction draft, conpleted Forns RD 2006-6 and
RD 2006-8 and rel ated papers to RPMB for review. Wen the draft and
Form RD 2006-6 are returned, consider comrents by clearance officials
and take necessary action. The RPMB revi ew process includes:

(1) Recommendi ng any additional clearances needed on an item The
initiating office obtains these clearances, or annotates why the
recommended cl earances are not being obtained, before it is
submitted to the approving official

(2) Identifying overlap, duplication, internal conflicts, conflicts
with other issuances, revisions needed to forms and FM s, and
paperwor k burden on the public requiring OVB cl earance.

(3) Analysis for conpliance with various Departnental, OvB, Ofice
of the Federal Register, and other requirenents.

(f) GObtain OCC clearance if necessary.

(g) Return the RD Instruction draft, with all necessary cl earances and
changes nmade, and the final typed and proofread pages in both paper form
and on disk (see Exhibit B) to RPMB

(h) Have Form RD 2006-6 signed by the approving official

(i) Return the approved docunent to RPMB for coordinating i ssuance of
the Instruction and fornms changes and Federal Register publication. |If
the itemw ||l be published in the Federal Register as a Proposed Rul e,
RPMB holds the RD Instruction draft and rel ated papers until the conment
period expires and then sends the draft to the initiating office. The
initiating office revises the draft as necessary and clears it in the
same manner as the original draft. The Federal Register docunment is
handl ed according to § 2006. 167.

§ 2006. 166 [Reserved]



RD I nstruction 2006-D

§ 2006.167 Federal Register publication.

Regul ati ons nmust be published in the Federal Register if they affect the
rights, responsibilities, duties, or obligations of the public. Anendnents to
exi sting regul ations published in the Federal Register nust be published or
the affected portion of the existing regulation renoved. RPMB advises (wth
advice fromO3C) as to the need for Federal Register publication

(a) Federal Register docunent preparation and processing. |If Federa
Regi ster publication is required, the initiating office prepares and
processes the Federal Register draft and the RD Instruction draft at the
sanme tine as follows:

(1) Use DR 1512-1 and the Federal Register Docunent Drafting
Handbook as guides for format. Copies of the Handbook have been
distributed and it is also available on the Internet. RPMB has a
few additional copies. Definitions of Federal Register terns are in
t he Handbook

(2) Prepare Form RD 2006-6 for each draft. Keep it on top of the
draft throughout the processing period. Keep all related papers and
circulated drafts with Form RD 2006-6 at all tines.
(3) Grculate the Federal Register draft with the RD Instruction
draft for clearances. Wen all interested Rural Devel opnent
officials, including for programregul ations, the Program Support
Staff and Gvil Rights Staff, have cleared the Instruction, send the
draft Instruction and Federal Register document to RPMB for review
(4) Upon return from RPVB:

(i) Consider RPMB comments and nake necessary changes.

(ii) Ootain OGC cl earance.

(iii) Type final docunent.

(iv) Have Form RD 2006-6 signed by the approval official and
handl e as prescribed in DR 1512-1.

(5) Return Form RD 2006-6, the Federal Register docunment wth

requi red copies (see paragraph (b) of this section), and the Federa
Regi ster docunent on disk, to RPMB for

(08-20-97) PN 280



RD I nstruction 2006-D
§ 2006. 167(a) (5) (Con.)

(b)

(i) Congressional notification
(ii) Certifying the Federal Register docunent.

(iii) Sending the Federal Register docunent to the Ofice of
the Federal Register for publication. For docunments requesting
conments, RPMB sends a copy of all comments received to the
initiating office.

(6) The initiating office considers the comments received and nakes
necessary changes in the item \When the Proposed Rul e conment
period expires, the initiating office devel ops and clears the Fina
Rul e docunent and RD Instruction changes as indicated in paragraphs
(a)(1) through (5) of this section

Copies required. After the Federal Register document is signed,

the initiating office provides the required copies to RPMB in addition
to the original. Contact RPMB before copying to determ ne the required
nunber of copies.

§§ 2006. 168 - 2006.177 [ Reserved]

§ 2006.178 Reproduction and distribution of directives.

(a)

PNs. RPMB prepares and arranges for the reproducti on and

distribution of PNs to Rural Devel opment offices.

(b)

(1) Regular PN (green cover sheet). Regular PNs are serially
nunbered and are the normal nmethod for transmitting Instruction
changes and formnms notices to Rural Devel opnment offices.

(2) Special PN (white cover sheet). Special mailings of directives
are held to a mnimum |If an enmergency situation requires
directives to reach field offices before it would be possible on the
scheduling of the regular PN, RPMB arranges for the nost expeditious
reproduction and nailing.

(3) "P'" PN (Pink cover sheet). Personnel ("P') directives are
issued to the National, Finance, and State Ofices when necessary.

(4) Additional copies. Request copies of PNs and RD Instructions
fromthe Finance Ofice on FormRD 021-1, "Request for Procedure.”

ANs. RPMB arranges for the reproduction and distribution of ANs.

VWhen possible, ANs are printed on buff-col ored paper for easy
identification in Instruction manuals. For AN format, see Exhibit A



RD I nstruction 2006-D
§ 2006.178(b) (Con.)

(1) ANs should not be sent by electronic mail unless the
i nformati on nust get to the addresses before nornmal paper copy
di stribution can be nade.

(2) To send ANs by electronic mail, after adm nistrative approval
and numbering and dating of the AN by RPMB, the initiating office
arranges for transmtting the ANN The initiating office then
returns the original signed ANto RPMB to arrange for reproduction
and distribution. Reproduced copies of ANs are distributed after
the ANis transmitted el ectronically.

§§ 2006.179 - 2006.181 [Reserved]

8 2006.182 Directives records and i nformati on services.

RPMB is the official repository in the National Ofice for the foll ow ng
reference files and records of directives and other Departnental regulation
materi al applicable to Rural Devel opnent and its predecessor agencies. The
following material is available for public inspection, historical purposes,
and use in devel oping National directives issuances:

(a) Current material .

(1) A conplete Master Manual of Rural Devel opment directives
(including RD Instructions, PNs, FMs, CGuide and Form Letters, ANs,
Tabl es of Contents, and Forns Reference Lists).

(2) A Master Manual of RD forms, AD forns, Standard fornms, and
other forms used by Rural Devel opnent.

(3) MNunbered nenoranda issued by the Ofice of the Secretary of
Agricul ture, and Departnental Announcements, Notices, Regul ations,
and Manual s.

(4) OVB circulars and bulletins.

(5) Volumes of the Code of Federal Regul ations (CFR) contai ning
Rural Devel opnent regul ati ons. Annual binders of published Rura
Devel opment Federal Regi ster docunents. RPMB arranges for
distributing daily issues of the Federal Register to National Ofice
staffs and State O fices for their convenience in keeping up-to-date
on program changes. RPMB al so arranges for distributing revised

vol umes of the CFR to National O fice staffs.

(08-20-97) PN 280



RD I nstruction 2006-D
§ 2006. 182 (Con.)

(b)

(hsolete material . A conplete Master Manual of obsol ete or

super seded procedural issuances released by the National Ofice.

(c)

(d)

Rural Devel opnent official files of approved documents.

(1) Oficial files containing working papers (circul ated drafts and
rel ated papers) and approved copies of RD Instruction changes and
Federal Regi ster docunents including conments received.

(2) Oficial files remain in RPMB until an Instruction is
conpletely revised, then the file is sent to and mai ntai ned by the
Central File Unit.

Control records. A cross-reference systemof both current and

obsol ete National directives.

§§ 2006. 183 - 2006. 200 [ Reserved]

Attachnments: Exhibits A and B

0o



RD I nstruction 2006-D
Exhibit A

RD AN No. (2006- D)

(omt date - Regul ations and Paperwor k
Managenent Branch (RPMB) dates after
AN i s signed)

SUBJECT: Admi nistrative Notices ( ANs) - Format

TGO

Pur pose/ I ntended Qutconme: (Wiy is this AN being issued? Wat does Rural
Devel opment hope to acconplish by it?)

Conparison with Previous AN: (Does this AN replace or suppl enent a previously
issued AN? If so, why is this change being made? This section may be onitted
if no previous AN on subject exists.)

| mpl ement ati on Responsibilities (to include the foll ow ng):

- What is to be done?

- Woistodoit?

- Howwll it be done?

- Wio will nonitor; at what |evel?

- What reports will be submitted to State or National Ofice?

Approval O ficial

Attachnents (if appropriate)

EXPI RATI ON DATE: (Must be the last day of the nonth, FI LI NG | NSTRUCTI ONS:
but no later than the 12th nonth Precedi ng RD
after signature. (Exanple: |If I nstruction 2006-D

si gned August 6, 1997, nust be
no later than August 31, 1998.))

(08-20-97) PN 280



RD I nstruction 2006-D
Exhi bit A
Page 2

Pl ease i nclude the underlined subject headings to delineate each section. The
"I npl ement ati on Responsibilities"” may be witten in narrative form provi ded
all questions are covered.

The purpose of this format is to inprove clarity and ease of understandi ng by
standardi zing the way information is presented in ANs. To be nost useful in
the field an AN nust be clear and conci se, preferably only one page | ong

I f exanpl es are necessary, they should be included as attachnents.

ANs expire not later than the |ast day of the 12th nonth after the nonth of
i ssuance. The expiration date is the |last day of the nonth. Place the
expiration date in the bottomleft corner of the first page

Indicate the filing instructions in the bottomright corner of the first page.

After signature, RPMB assigns a serial nunber for each AN. The classification
nunber is the same as the filing instruction nunber. Show the serial nunber
followed by the classification nunber, in parentheses, in the top right

corner. RPMB forwards for printing.

Printed copies of ANs sent by electronic mail are distributed to addressees.
Do not send ANs by electronic mail unless they contain tinme sensitive

i nformati on whi ch nust be received by addressees in advance of the printed
copy. For ANs sent by electronic mail, type one of the follow ng statements
at the end of the docunent:

Sent by Electronic Mail on (date) at (tine) by (sending office)

Sent by Electronic Mail on (date) at (tine) by (sending office)
The State Director shoul d advi se other personnel as appropriate.

0o



RD I nstruction 2006-D
Exhibit B
Page 1

GUI DELI NES AND REQUI REMENTS FOR FORVATI NG AND TYPI NG | NSTRUCTI ONS

CURRENT | NSTRUCTI ON PACES

(a) Cbtain the current Electronic Instruction pages needed for the
revision by one of the foll ow ng nethods:

(1) Download the “DOC’" file fromthe | NTERNET.

(2) If the INTERNET is not avail able, request the documents be
provi ded on a disk fromthe Regul ati ons and Paperwor k Managenent
Branch (RPMB) by providing RPMB with a list of Instruction pages
required (in witing for six or nore Instructions).

(b) Instructions nmust be typed using Mcrosoft Wrd for Wndows 6.0

(earlier versions of Mcrosoft Wrd or any version of Wrd Perfect
shoul d not be used).

REVI SI ON OF PAGES

SYSTEM REQUI REMENTS

(a) TEMPLATE: LASREG DOT.
(1) The tenplate should be loaded in the follow ng directory:
c:/nmsoffice/wi nword/tenpl ate
(2) RPMB will supply a copy (on disk) upon request.

(b) PRINTER Hew ett Packard LaserJet II, I1l, or 4 or other I|aser
printer with conparable features should be used.

(08-20-97) PN 280



RD I nstruction 2006-D
Exhibit B
Page 2

REVI SI ON OF PAGES (CON.)

M CROSOFT WORD FOR W NDOWS SETUP

The foll owi ng options nust be set for each Instruction docunent:

Tool s Tool s
Opt i ons Aut oCorr ect
Ceneral Tab [ ] Replace Text as You Type
Measurement Units
I nches
Vi ew Tab
W ndow

[ X] Status Bar
[ X] Horizontal Scroll Bar
[X] Vertical Scroll Bar
Style Area Wdth
1.25”

File
Page Set up
Margi n Tab
Top 17
Bottom 1”
Left 17
Ri ght 1”
Apply to Wol e Docunent

PREPARATI ON OF DOCUMENT

(a) Load docunent.

(b) Attach tenplate:

H ghlight entire docunent (Cirl-A)
For mat
Style Gallery
Tenmpl ate: LASREG
X



RD I nstruction 2006-D
Exhibit B
Page 3

REVI SI ON OF PAGES

PREPARATI ON OF DOCUMENT (CON.)

(c)

provi

Docunent format requirenments. Attachnent 1 of this Exhibit
des the format guidelines and also is an exanple of a final typed

I nstruction.

RETURN CF

(1) Styles must be used throughout the docunent, except for the

par agr aphs that have special formatting for which a Style is not
available. To apply a Style to a paragraph, highlight the paragraph
and click on the Style D al og Box and choose the appropriate Style.
(2) Al margins nust be set at 1”.

(3) The Font style nust be “Courier” and size “10.”

(4) Paragraph line spacing nust be “Exactly” “12 pt.”

(5) The Instruction nunber nust be at the top right margin on odd
pages and the top left margin on even nunbered pages.

(6) Al pha pages are always added after an even nunbered page

(7) Page nunmbers must be typed in the docunment (not conputer
gener at ed page nunbers).

(8) Hard page breaks nust be used throughout the docunent.
(9) The correct section synbol (8) can be obtained by typing

Al't-0167. (In some ol der docunents you may need to search for
the { synbol and replace it with the § synbol.)

FI NAL TYPED | NSTRUCTI ON PAGES TO RPMVB

Pr ovi
di sk.

NOTE:

(08- 20- 97)

de RPMB with final typed Instruction pages (revised pages only) on

The initiating office/witer is responsible for providing the
approved I nstruction pages to RPMB foll owing final approva
signature and before the Procedure Notice is sent to the printer

0o
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RD I nstruction 2006-D
Exhibit B

Attachnment 1

Page 1

For mat Cui del i nes
and
Exanpl e of Final Typed Instruction

RD | nstruction 2006-D

PART 2006 - MANAGEMENT
Subpart D - Instruction Format
§ 2006.151 Ceneral.

This shows the format to follow in preparing Instructions for subm ssion
to the Regul ati ons and Paperwor k Managenment Branch (RPMB) for release to the
National Ofice and field offices. The format of Exhibits varies according to
t he thought the Exhibit conveys.

(a) Format. Provide headings for parts, subparts, and sections.
Headi ngs may be used at the paragraph |levels. Underscore section and
par agr aph headi ngs.

(1) |If a paragraph "(1)" is assigned a heading, assign
paragraph "(2)" and any succeedi ng paragraph at that |level a
headi ng.

(2) If there is a paragraph (a), (1), (i), (A, (1), or (i), there
must be at | east one nore paragraph which follows at the sane |evel
O herwi se, include it in the precedi ng paragraph

DI STRIBUTION:. W Adm ni stration
Managenent

(00-00-00) SPECIAL PN

(08-20-97) PN 280



RD I nstruction 2006-D

Exhibit B
Attachnment 1
Page 2

RD I nstruction 2006-D
§ 2006. 151(a)(2) (Con.)

(i)

(i)

Referencing within an Instruction is as foll ows:

(A) The first tine a formis nentioned showthe title

i medi ately following the formnunber. Thereafter, show
only the formnunber. A list of docket forms is an
exception, in which case show the formnunber and title.

(B) When referencing another Instruction, show only the
Instruction nunber. Do not showthe title. Al so, when
referenci ng Exhibits, Attachnments, Appendices, or Form or
Quide Letters do not show the title.

(C) Reference Exhibits, attached to the Instruction, at
the end of the Table of Contents (see Exhibit A of this
Instruction (page 6 of this Attachnent)), in the text of
the Instruction, and at the end of the Instruction (e.g.,
"Attachnments: Exhibits A and B.").

A Table of Contents is required when the Instruction

(excluding exhibits) is five pages or nore. Exhibit A of this
Instruction (page 6 of this Attachnent) is a sanple Tabl e of
Contents.

(A) Al ow expansion roomat the bottom of each page for
additional sentences or words to be added later. This
often elim nates addi ng subsequent pages for these

addi tions.

(B) At the bottomof the first Instruction page, above
t he page nunber, there nmust be a |line separation between
the text of the Instruction and the distribution and
classification code (see positioning on previous page).

(1) Wien continuing to the next page, the

I nstruction nunber should be at the top right nmargin
on odd nunbered pages and top left nmargin on even
nunbered pages. On the line below the Instruction
nunber proceed as foll ows:



RD I nstruction 2006-D
Exhibit B

Attachnment 1

Page 3

RD I nstruction 2006-D
§ 2006.151(a)(2)(B)(1) (Con.)

(i) For Instruction pages, include a
continuation identification at the left margin
of all pages followed by two blank |ines (as
shown above). For pages that begin with a new
section, a continuation identification is not
necessary.

(ii) For Table of Contents and Exhibit pages,
type "Table of Contents" or Exhibit
identification flush with the margi ns nmenti oned
in paragraph (a)(2)(ii)(B)(1) of this section

(2) Nunmber each page of the Table of Contents,
Instructions, Exhibits, etc. Refer to paragraph (e)
of this section for additional guidelines.

(i) Do not use subparagraphing at this |eve
unl ess absol utely necessary.

(ii) The witer assigns paragraph nunbers.

(b) Paragraph |evel indention. The section nust be at the left margin
Indent the first line of all section paragraphs five spaces fromthe
left margin. Indent the entire first subparagraph |evel five spaces and
each entire successive subparagraph | evel an additional five spaces as

i n paragraph (a) of this section.

(c) Paragraph carryover. Wen it is necessary to carry over the typing
of a paragraph to the next page, carry at least two full Iines.

(00-00-00) SPECIAL PN

(08-20-97) PN 280



RD I nstruction 2006-D
Exhibit B

Attachnent 1

Page 4

RD I nstruction 2006-D
§ 2006. 151 (Con.)

(d) Revision citation. The date and nunber of the Procedure Notice
(PN) that the Table of Contents, Instruction, and/or Exhibit was
conpletely revised. It should always be at the bottomleft margin
on odd nunbered pages. Wen the revision citation is unknown, space
must be left for insertion (as shown on pages 1, 3, and 5 of this
Instruction (pages 1, 3, 5, and 6 of this Attachnent)).

(e) Page nunmbering. Nunber each page consecutively.

(1) Instruction pages. Add an additional centered bl ank |ine bel ow
t he page number for future page revisions/additions.

(i) dd page nunbers should be centered, at least two |ines
bel ow the text and two |ines above the revision citation. For
page nunber 1 see paragraph (a)(2)(ii)(B) of this section

(ii) Even page nunmbers should be centered and at |east two
lines below the text.

(iii) Al pha pages are always added after an even nunbered
page. The "A, C, etc." nunbered pages are formatted as odd
nunbered pages and the "B, D, etc." nunbered pages are
formatted as even nunbered pages.

(2) Table of Contents and Exhi bit pages. Page nunbers are inserted
on the line belowthe identification and flush with the nmargin. Add
an additional blank |ine bel ow the nunber for future page

revi sions/additions. See exanples bel ow

Even nunbered page Qdd nunber ed page
RD I nstruction 2006- D RD I nstruction 2006-D
Tabl e of Contents Tabl e of Contents
Page 2 Page 1
(Revision 1) (Revision 1)



RD I nstruction 2006-D
Exhibit B

Attachnment 1

Page 5

RD I nstruction 2006-D

§ 2006. 152 Page revisions.

VWhen revising only part of an Instruction and maki ng changes in specific
par agr aphs, add "(Revised 00-00-00, SPECIAL PN.)," "(Added 00-00-00,
SPECI AL PN.)," "(Renunbered 00-00-00, SPECIAL PN.)," or “(Revised and
renunber ed 00-00-00, SPECIAL PN.),” at the end of each changed/ added
par agraph, as appropriate. RPMB inserts the revised date and PN nunber when
the Instruction is rel eased.

8 2006.153 Editorial services.

VWhen the draft of the Instruction is sent to RPMB for analysis, RPVMB will
al so indicate editorial changes on the draft.

88 2006. 154 - 2006.200 [Reserved] - Reserve sections at any place in the
Instruction for later addition of information.

Attachnment: EBExhibit A
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SAMPLE TABLE OF CONTENTS
(Required when Text of Instruction is 5 pages or nore)

RD I nstruction 2006-D
Tabl e of Contents

PART 2006 - MANAGEMENT

Subpart D - Instruction Format
TABLE OF CONTENTS
Sec. Page
2006. 151 Ceneral . 1
(a) Format. 1
(b) Paragraph I evel indention. 3
(c) Paragraph carryover. 3
(d) Revision citation. 4
(e) Page nunberi ng. 4
2006. 152 Page revi sions. 5
2006. 153 Editorial services. 5
2006. 154 - 2006.200 [Reserved] 5

Exhi bit A - Sanple Table of Contents
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(00-00-00) SPECIAL PN
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